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Asst. Director for Colleotion and Dhsammﬁm 26 September 1940
THRU: Exeoutive

Menagement Officer

A = o Records NManagement Progrem - 20P SECRET Control
Proosdures

1. Informal disoussions held between interested supervisory
personnel of the Lidrary, 00D, and Btaff repressntatives of the
Menagement Office resulted in unanimcus agrebment and approwal of
grocedures to be emp in the TOP SECRE? Cemtrol Bestien for
porforming its assi mission,. :

£. The approved procedural changes profunﬂy being installed
should permit performance of the total job within the present table
of organisation allocation, This is pessidble throughs

as Utilising the locatiom record hs the log and as &
dosument receipt for trsnsmission to limison Branch.

be Dtilising the sultilith mat ag the dissemination
order. :

@, Utilising the return copy of ﬁaa reproduction
requisition as a document receipt. “

4. Blimination of repstitive typing through use of
Smlti-stemp”. This effects a saviag df approximately one
man-day. (It was found that "multi-stemp” costing $#9.00
per set would save as much time as eddressograph equipment
coating '2,500;%.) .

3. In view of the installation of progedural changes, it is
folt that no further survey by Management Dffice of the TOP SECKET
Control Section, Arshives PAvision, library, 0C3, is indicated.
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